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Q&D - Office of Water - Ground Water Unit Records Disposition Schedules 

The administrative record is required for issuance of 
draft and final permits for Prevention of Significant 
Deterioration (PSD), Resource Conservation and 
Recovery Act (RCRA), National Pollutant Discharge 
Elimination System (NPDES), and Underground 
Injection Control (UIC), when EPA is the permitting 
authority. The record includes the permit application, 
draft permit or notice of intent to deny, statement of 
basis and documentation, the environmental impact 
statement (NPDES only), comments received during 
the public comment period, public hearing transcripts 
and related documentation, and the final permit.

Includes NPDES except minors, pretreatment, 
ocean dumping, section 404 dredging and fill, PSD, 
and TSCA PCB disposal.

06/30/2007

committee records, such as agendas, meeting 
minutes, final reports and related records created by 
or documenting the accomplishments of official boards 
and commissions maintained by parties other than the 
sponsor or secretariat.

committees, 

12/31/2009

and 
nt actions if necessary. 

sampling and analytical 
of 

actions.

03/30/2007

issuance of 

Close inactive records at issuance of 
administrative record.

Destroy 10 years after file closure.

Destroy when 3 years old.

Close inactive records at end of year.

Destroy 5 years after file closure.
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records include all correspondence and related 
records pertaining to the award, administration, 
receipt, inspection and payment of any and all 
contracts to which EPA is a party and which are 
maintained and used by the Agency or Contracting 
Officer for contract documentation and for 
performance and financial monitoring and oversight 
activities. Also includes reviews and audits 
conducted by the Financial Analysis and Rate 
Negotiation Service Center (FARSC).

Representative (COR)
Formerly called Project Officer (PO)

05/31/2007

01/31/2008

reports.

6/30/08

after 

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

upon issuance 

Archives in 5 

Close inactive records upon decision 
to not publish or issue.

Destroy 10 years after file closure.

Close inactive records at end of year.

Destroy 10 years after file closure.
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precedent cases. Includes cases as designated by 
the Regional Administrator's designee.

06/30/2007

environmental programs, except Superfund site-
specific

Superfund site-specific

03/30/2007

types of agreements with other federal, state, or 
local government agencies, universities, non-profit 
organizations, Tribes, and other institutions to 
which EPA is a party, and that support EPA's 
environmental programs (other than Superfund 
site-specific, and waste water construction and 
state revolving fund grants). Specific types of 
agreements include assistance agreements, grants, 
cooperative agreements, interagency agreements, 
agreements for "guest" workers, and other types of 
program support agreements administered by 
headquarters or EPA regions and that provide for 
research, demonstration projects, training, 
fellowships, investigation, surveys, studies, or 
other types of program support activities.

02/1/2007

case.

Close inactive records upon 
settlement or closing of case.

Transfer nonelectronic records to the 
National Archives in 5 year blocks 20 
years after file closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 
1228.270 or standards applicable at 
the time. Delete EPA reference copy 
20 years after file closure. If record 
is microform, destroy paper after 
quality assurance is completed.

records to the 

the 

file closure.

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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announcements 

-award 

the 

-compliance 

evaluations 

specific grants and 

fund grants 

Includes records of meetings of committees and 
non-rulemaking work groups and task forces held 
within EPA related to EPA's mission. Consists of 
meeting agendas, official copies of minutes or 
transcripts of meetings, copies of official 
committee reports, and background papers.

-time 

environmental missions

12/31/2009

pollutant discharge elimination system (NPDES) 

12/31/2007

or canceled, 

Destroy when no longer needed for 
administrative purposes.

Destroy when no longer needed for 
administrative purposes

when no 

Close inactive records at permit 
renewal or termination (revocation 
or expiration) or at end of calendar 
year.

Destroy 10 years after file closure.
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deterioration (PSD)), 

that 

10/31/2010

(PROG 126R)

needed for reference.

N1-412-94-4/3

records which relate to the on-going 
management of programs and routine projects 
within programs. Types of files include both 
mission and operational programs and may be 
maintained by one or more organizational units. 
Specific types of records include 
correspondence; memoranda; staff meeting 
records such as agendas, background papers, 
attendance lists, and meeting minutes or 
summaries; routine office procedures; and 
reports relating to general policy and program 
matters, oversight reviews, interagency activity, 
research and other similar materials. Also 
includes project control files showing 

12/31/2009

at the end 

Archives 5 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.
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01/31/2008

Contact Joyce 
Aoyama X3-2595 
for more info.

relating to the development, review, and 
approval of published and unpublished rules 
and regulations pursuant to environmental 
legislation passed by Congress. Records 
include drafts of proposed regulations and 
guidelines, the final regulations and guidelines, 
public and internal comments including 
concurring and dissenting opinions, OMB 
request for comments, hearing transcripts, 
meeting minutes, background documents and 
other technical support material generated 
during the process to develop and approve the 
regulation, standard, or guideline, along with 
current indexes of documents both included 
and cited as precedent. Files may include 
confidential business information or other 
information to which access is restricted.

06/30/2007

at end of 

at end of 

specified 

transferred to 

Close inactive records at end of 
year.

Destroy 3 years after file closure.

Close inactive records upon 
promulgation of rule or approval 
of guideline.

Transfer nonelectronic records to 
the National Archives 20 years 
after file closure.

Transfer electronic records to the 
National Archives 5 years after 
file closure, with any related 
documentation and external 
finding aids, as specified in 36 
CFR 1228.270 or standards 
applicable at the time. Delete EPA 
reference copy 20 years after file 
closure. If record is microform, 
destroy paper after quality 
assurance is completed.
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and guidelines

areas. Includes 

designation 

03/31/2008

-EPA cases.

03/30/2007

in lieu of a 
03/30/2007

Contains records that document the process 
for authorizing operation of a program by 
states and other entities in lieu of a federal 
program. Types of records include the 
application with background and supporting 
documentation, correspondence, copies of 
statutes and regulations, interim 
authorizations, and documentation of public 
participation activities. Also includes 
documents relating to EPA's review, 

06/30/2007

decision to not publish the 
regulation, standard, or 
guideline.

Destroy 10 years after file 
closure. If record is microform, 
destroy paper after quality 
assurance is completed.

Close inactive records at end of 
year.

Transfer nonelectronic records 
to the National Archives 25 
years after file closure.

Transfer electronic records to 
the National Archives 5 years 
after file closure, with any 
related documentation and 
external finding aids as specified 
in 36 CFR 1228.270 or 
standards applicable at the time. 
Delete EPA reference copy 25 
years after file closure.

10 

Close inactive records at end of 
calendar year.

Destroy 5 years after file 
closure.

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close inactive records at end of 
year or after new authorization 
is signed.

Transfer nonelectronic records 
to the National Archives in 5 
year blocks 20 years after file 
closure.

Transfer electronic records to 
the National Archives 5 years 
after file closure, with any 
related documentation and 
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authorization withdrawals as it applies to 
the initial program authorization and 
subsequent revisions.

NOT APPLICABLE

08/31/2007

Contact Joyce 
Aoyama X3-2595 
for more info.

Development, 
04/30/2007

Contact Joyce 
Aoyama X3-2595 
for more info.

time. Delete EPA reference 
copy 20 years after file closure.

Close when obsolete, 
superseded or no longer 
needed for reference, then 
destroy

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

10 

years 

at the 

closure.

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.
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